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UERANDU FOR:  Acting Deputy Iirector (Support)

FRF1 : CIA Records Administration Officer
SUBFECE : Frogran Heviews by Financial Pelicy and Budget
Comlbtes

1. This sesorandua containg informtion foxr youwr use in
snsvering corbein questions proposed by the Fioanclal Policy
snd Pudget Comditee about Agency Recoxds Frogran.

f
2. ‘Gw Agency Records Center perforus these scparate and
distinet functions:

a. Insctive Beccrds - serves as an econculeal Tacility
for the storege of inactive records scheduled for gafe keeping
a predeternined time (one year--Perzanent)

be Vital Records - szrves &8 & place of safe keeping those
records selected a8 essentis) for carrying out Agency sctivities
in ar eveygency.

3. The standards for records vetirement are eshodied in Records
Control Schednles. These schefdiles contain instractions on vhat

recards will be retired to the Center and when and how long they showld

be retained by the Center. {About 30% of ell Agency records sre
schediled). During the Fiscal Yesx 1962 (1 July 1961 - 20 June 1962)
14,773 cubic foet of insctive records were tansferred to ths Records
Centey by Agency Hepdguarters Offices. During this samm pexrlod, ithe
Pecords Cexter 6,7Tok vubic feet of records, apd on June 29,
1962 had om hand 78,045 eubic feet (this is the eguivalent of over
9,750 mafes costing over £4,000,000.).

he The identification and safe keeping of vital Records is
acco:plished through the use of Tital Records Deposit Schedules.
on 29 June 1962, there were 4,956 eubic feet of Vital Records in the
Centar. 'This is less than T$ of the totel records stored end about
3% of the Agency's totel records holdings. As new Vital Records are
transferred frox Headguarters offices to the Center the older oves
are resoved and destroysd. Congeguantly, there is no sboormal
seowalation of Vitel Records eb the Centar. (The maintenance and
operation of the Vital Records Progran at the Center requires the
equivelent of about one .an year).
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2. ‘Thare 1s no "indication that the present :
regcords storag: will shortly be lmu:ﬁeiaii:. I!fggaﬁﬁ?' e v

mmeﬁamlfngﬁe,ﬁemmemm £ about
the dddle of 1965. We have recantly, however, M :{m

ac:ti@ha are teken, then the tiue in which ths :
filled would be an indefinite anc. Cerieinly xewmmmm mw -
Years bayond wid 1965, ¢ » 18 b sev

G. Abtached is a brochure s
be informtive. “wre about the Records Center which may

Atachuent
ce: (Records Center)
RAO/DDS/ 29 June 1962)
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